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1. When needing help searching the catalogs, who should
you contact?

A.) The Helpdesk (4-Help)

B.) The Subcontracts Manager
C.) The Supplier

D.) A Director For

A.) The Helpdesk (4-Help)

2. When needing specific product information, who should
you contact?

A.) The Subcontracts Manager
B.) The Supplier

C.) The Helpdesk (4-Help)

D.) The Manufacturer

B.) The Supplier. Contact information can be
found on the iProcurement Supplier’s website.
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3. How do you propose items to be added to the catalog?

A.) Call the Supplier

B.) E-mail the Subcontracts Manager

C.) Use the “Feedback” tab in iProcurement
D.) Call the Help Desk (4-Help)

C.) Feedback Tab. If an item can not be added, but
allowable, the Subcontracts Manager will give direction on
how to purchase.

4. When can the browser back button be used?

A.) Returning to iProcurement from a Supplier’s website

B.) Within the iProcurement Application

C.) Returning back to a Supplier’s website from iProcurement
D.) Browsing the Supplier’s website

D.) Browsing the Supplier’s website. The Back button

should not be used in Oracle applications
4
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5. When will the iProcurement application timeout?

A.) After going to an hour and a half retirement luncheon
B.) During my 2 hour meeting

C.) After my one hour shopping on a Supplier’s website
D.) After being idle for 90 minutes.

All of the above: iProcurement will timeout when left idle
for more than 60 minutes

6. To avoid losing my shopping cart when shopping at a Supplier’s
website, I can?

A.) Do a printscreen of my items in the shopping cart
B.) Save to my favorites list

C.) Checkout Shopping Cart from Supplier’s website back to
iProcurement

D.) All of the above

C.) Checkout Shopping Cart from Supplier’s website back to
iProcurement. Items brought back from the Supplier’s
website will be saved in iProcurement’s shopping cart. This
will allow you to continue shopping and or checkout at
another time S
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7. If)I have general feedback about iProcurement or a catalog, do
I

A.) Contact the Subcontracts Manager

B.) Contact the Rapid Procurement Supervisor
C.) Use the feedback tab

D.) Contact the Helpdesk

C.) Use the feedback tab. We welcome and appreciate
your feedback.

8. When can I use the PO Change button in iProcurement?

A.) Change the project/task

B.) Change the quantity

C.) Request to cancel the PO
D.) Change the delivery location

None of the above: Please do not use this function.
Contact the Subcontracts Manager to request any

modifications to a PO. 6
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9. IfI have a P-Card request for a catalog item, what should I do?

A.) Contact the P-Card Team

B.) Use the feedback tab

C.) Place the order, no approval necessary
D.) Email the Subcontracts Manager

B.) Use the feedback tab. All the iPro subcontracts
managers will receive the request and will be able to take
action if the primary control point is not available. Please
allow 24 hours for a response

10. I use a PC, what are the NBS supported browsers for
iProcurement?

A) I.LE7

B.) Netscape 9

C.) I.LE®6

D.) Mozilla FireFox 2

C & D Are the supported browsers. Keep in mind that some of the
others may work, but we are currently only supporting

IE 6, FireFox2 , and Netscape 7.2 for Windows 7
...
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11. I use a MAC, what are the supported browsers for
iProcurement?

A.) I.E. 6

B.) Safari 3
C.) FireFox 2
D.) Netscape

B & C. Are the supported browsers

12. When a preparer is routing an order to a Certified User,
the approvers are based on what?

A.) The preparer’s org

B.) The requestor’s supervisor
C.) The preparer’s supervisor
D.) The requestor’s org

D.) Requestors Org. The system will require the

preparer to forward it to a certified user in the 3
requestors org.
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13. When populating the requisitions fields in iProcurement, I
should?

A.) Start with the Project/Task field

B.) Tab through the fields starting from the top left
C.) Work from the bottom to the top

D.) It doesn’t matter as long as all fields are filled in

B.) “"Tab” through the fields starting from the top left.
If a field on the left is modified all the text on the right
side will be deleted.

14. If I need an order sooner than the need-by date indicated, I
should?

A.) Contact the Helpdesk

B.) Notify the Subcontracts Manager of the new requested
need-by date through the Feedback Tab

C.) Notify the Supplier of the new requested need-by date
D.) Change the need-by date in iProcurement

B.) Notify the Subcontracts Manager of the new
requested need-by date through the Feedback Tab. ¢
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15. If I save a shopping cart in iProcurement I have how may days
to submit my order?

A.) 5 calendar days including RDO
B.) 7 calendar days including RDO
C.) 7 calendar days excluding RDO
D.) 5 calendar days excluding RDO

B.) 7 calendar days including RDO. "Aging shopping
cart” e-mail notification will be sent on the 6th day
indicating that the shopping cart will no longer be valid
on the 7th day.

16. If I have to forward an order to a Certified User, how long do
the¥ have to take action before the order is rejected back to the
me"

A.) 24 Hours
B.) 48 Hours

C.) 24 hours excluding RDO work schedule
D.) 48 hours excluding RDO work schedule

D.) 48 hours excluding RDO work schedule. If no action
is taken in 48 hours, the order will rejected back to

the preparer to resubmit.
- A
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e The following catalogs allow return requests within 30 days of
receipt:

— Software
— Office Supplies
— Lab Supplies

e All returns must be approved by the subcontracts manager &
supplier. Return requests can be rejected by the subcontract
manager or receiving if certain conditions apply

e The following catalogs do not allow returns unless special
approval is given by the supplier and subcontracts managers:

— Chemicals

— Seating

— Unix

— Cryogenics & Gases 11
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Returns Process

f‘i‘ e Shopging Cart Home  Logout Pref 2l 4Dincnostics
iProcurement
Online Purchasing
LN Reuisitions | Feedback | ContactList | Retums
Stores
Shopping Cart
Stores PPTTg
Your cart is empty.
VWR(__) Chernicals & Lab Supplies Cryogenics and Gases [E
e P e Cute St ’ ‘ Purchasing News
DYNANIC SISTONS !
2 ZHOIE - fFyou gre & Mac
Seating —Eﬁ@ﬁ EN POINTE Stftetz & Corputer Accessoriss m(ZT.ATAL(J(:I_.II:'“ SO Office Supplies user please use Mozila
RRRRE TEC T L0GIER Firefox or Intemet Explorer
Safan s experincing
o problems within
My Requisitions | iProcurement. This
(FullList) messade will be updatad
Requisition Description Total (USD) Status  Copy Change = when the issues have baen
BE2250  Mathcad 14 Electrical Library 231,25 Approved g resoived.
62248 P109250) - G4MB Multimedia Memory Card - Secure File PDA Backup - Compatible with PalmOne Tungsten Series Handhelds ¢ Zive 71/ fire 72/ mA00 Series / 140/ m126 / 1705 4157 Approved B 3508 The iProcurement
B4R Adohe Acrobat Professional - (v, 3.0 - Complete Package - 1 User- G0 - Mac - Uniersal English 408.23 Appraved @a Lser group meeting is
scheduled for March 26
66247 Palmone Treo 650 Handheld Batter 3020 Aporaved ] 2008 from 9:00am until
BEZ24E  Windows P Professional wiSP2 - Complete Package - 1 User - English - CO-ROM 281 95 Aporoved ] 10:00am in the 180-101
Conference Room.

Click the return tab listed on the tabs within iProcurement

12
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A

'4 Shopo et Home Looout Preferences Diostics
{Procurement

Online Purchasing

Shup\ Requ\smuns\ Fastbank | Cortar List |

Return ttems: Find Receipts

Far a POF onthe retum rocess for Procurement, clck here,

Far an onling CET traning on the retum process for Pracuremment, clck here

Search

Please enter your search crteria and select the "Go" butionto see the resub, Nate that the search is case insensite
Purhase Order

Receipt Nurber ‘?

PO Number Line  Description Part Nuniher UOM  Project ~ Task  Availfor Retumn Return Quantity Return Reason
No search conducted

Supplier Receipt

TIP it catalag e s no etumabl o s exceadd th retumable days, o resuts wil b found. Once Acauistion has appoved the Pracurment e requst, a i ket s utomatclly generatd oty hansporatio o pick up the rtum f the ocation indicated by he
custorer. The fter(s) to b tetumed must be easily visble with a note indcating it s the tem() for retum. Transportaon il take the itm(s)to Recefving where it wil be inspected for conditon, verfied that the fems and quantity match exacly o the refum request. Fthere s
a tistrepancy, the retum wilbe rejected back to the custorer 3t thi time. Othenwise, f the ems conespand conectly wit the request,the ters il be prepare for shipment back to the Suplier. A debit oemo wil be created utomafically to complete the process

Shop | Requistions | Feedback | Contact List | Retums | hopying Cart | Haree | Logout | Preferences | Diagnastics

Copyright(c) 2006, Oracle. Allrights reserver
Aot Paog

Additional Training for how to use this tool is located on the
top part of the Returns screen

e The top link is directed to a .pdf document of the return
process

e The bottom link is directed to computer based training of the

return process with audio of the return process s
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A

"‘ Shoppinig Cant Home, Lotout Preferences Dieonosfics
iProcurement

Online Purchasing

' Requisitiunsu Fezdhak |/ CotactList }

Return ltems: Find Receipts

| Cancel @
Fora POF on the retum arocess for IProcurement, click her,

For an onling CET training an the retum process for iProcurement, click here,

Search
Please enter your search criteria and select the "Ga" button to see the resuft. Note that the sz 358 Insensitive.
Furchase Order
Receipt Number ‘ {
&) el
PO Number Line  Description Part Number UOM  Project Task  Avail for Return Return Quantity Retun Reason Supplier Recgipt
No seareh conducted

@TIP ftre catalag tern iz non vetumatle o has exceeded the retumebl days, no resuls wil be faund. Once Azquisition has approved the IRrocurement retum request, a frig ticket i automatically generated to rotfy tansportation to pick up the vetum a1 the locatioy indicated by the
custormer. The item{s) to be refumed must be easily visible with a note indicating it s the item{s) for return. Transportation wil take the itern(s) to Receiing where it will be inspected for condition, verified that the iterms and quantity match exactly to the retun recuest. fthere is
a discrapancy, the return will be rejected back to the customer af this time. Otherwdse, if the items conespond comectly with the request, the tems wil be prepared fur shigment back ta the Supplier. A debit memo wil be created automatically to complete the process.

| Cancel |N_Tm
Shop | Reouisitions | Feedback | Contact List | Retums | Shopping Cart | Home | Logout | Preferences | Diagnostics

Copyright (c) 2006, Oracle. Al rights reserved,
Ahout this Pacg

In order to search for a return, the user must enter the Purchase

Order (PO) number and/or Receipt Number 14
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Search for Returns

iProcurement
uistions | Fesdback | Contact List
et
a https:/inbs-dev11b. jpL.nasa.gov: B0 - Search and Select List of Values - Microsoft Internet Explorer
Search and Select: Purchase Order
Cance| | | Select
. Search
Flease srter your sesrch ciferia and select the "Co buffon to see the result Nate that e seaich s case insenstive Ta find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" | Advanced Search
Purchase Order |13 button
Receipt Mumber 67 \
PO Number v |13 Go
o0) (et Search By (b
Results
Mo search conducted. 190 % Mext10 &
Select Quick Select PO Number Vendor
0 % 1317108 CATALOGUE STATIONERS ING
0 % 131723 CATALOGLE STATIONERS INC ancal ) | en
o] % 1317063 CATALOGUE STATIONERS INC
0 = 1317180 CATALOGUE STATIONERS INC
Capyright (c) 2008, Oracle. Al rights reserve =
0 % 137286 CATALOGUE STATIONERS INC
0 % 1316735 CATALOGUE STATIONERS ING
0 % 1317173 CATALOGLE STATIONERS INC
o] % 1317168 CATALOGUE STATIONERS ING
0 % 1317178 CATALOGLE STATIONERS INC
@® % 1317186 CATALOGUE STATIONERS INC
1410 v Next 10 &
About this Page
Cancel ) | Select
@ (Opening page https: inbs-devl 1b. jpl.nasa. gow:8000/0A4_HTMLIOA, jsp?region=/iplia [ Q 9 Tnternet

If a partial Purchase Order or Receipt is entered, a LOV box
will appear 15
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Search for Returns

"“ Shopping Cart Home Logout Preferences Diaonosfics
iProcurement
Online Purcnasmg

Shup‘ Requisitiuns‘ Feedhack‘ Cumacmsl‘

Retum tems: Find Receipts

| Cance| @
Far 4 POF o the retum process for Procurement, click hiere
Far an anline CBT training on the tetunn racess for Procurement, click here,
Search
Please enter your search criteria and select the "Go" buttan to see the resul. Note that the search is cass insenstie.
Puctes Orer [T {
Receipt Humber | f
(@) =)
PO Number Description Part Number UOW  Project ~ Task  Avail for Return Retum Ouanity Retum Reason Supplier Receipt
o search conducted.

@ TIP e catalag ter 5 non etumable orhas exceeded the returatle days, o resuts wil be ound. Once Aceuistion has approve the Irocurement etum equest a iy fieket is utomaticaly oenerated o oty ansporaton to pick up he vl at thelacaton ndicated by the
customer. The tern(z) to be ratumed rmust be easly visible wih 2 nate indicating It iz the item(s) for refurn. Transporation wil take the iterns] to Recening where i wil be inspected for condflion, venfid that the fems and euantity match exactly fo the retum recuest. Fthere is
a discrepancy, the retum wil be rejected back to tha customar &t this time. Otherwise, If the items comespond caractly wih the racusst, the items wil be prepared for shipment back to the Supplier. A debit merna vwil be craated aulomatically to complets the proczss,

T\
(Cance| | | Neg)

Once one of the fields are populated, click the Go

button 16
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Return Results

If the return is allowable, the following fields will be
displayed

'Q‘ Shopuing Carl Home Logout Prefersnces Ciagnostics
IProcurement

° PO # o Shap | Requistions | Feedhack Contactustm
° L|ne # Return tems: Find Receipts
(cae) ()
. . . Fora POF on the retum process for Procurernent, clck here
e Line Description

For an onling CBT traiing on the retum process for iProcurement, clck here.

i Pa rt # Search

Please enter your search critera and select the "Go” button to see the result. Nate that the search is case insensitive

1 Purhase Order 1317186 P

« Unit of Measure (UOM) o L,
. .

Project # o

PO Number  Line Descripti PartNumber  UOM  Project Task  Avail for Retum  Retum Quantity Return Rea Suppli Receipt

Ta S k # umber — Line Uescription art Number M Toject ast vall Tor Return eturn Guant eturn Reason - lpplier ecelp

137188 1 JACKET MLA SLASH CUTAST QUARBEDS  Package IMCOPS 26701 15 CATALOGUE STATIONERS NG~ 123478

H H 137186 1 JACKET MLA,SLASH CUT AST QUARED3  Package IMCOPS 26601 15 4 CATALOGUE STATIONERS INC 12478
« Quantity Available for Return
13718 2 MAGNIFIER RECTANGULAR 214 APOZTS3 Each  IMCOPS 26601 04 4 CATALOGUE STATIONERS INC 124304
1 131718 2 MAGNIFIER RECTANGULAR 24 APOZSA3 Ewch  IMCOPS 26701 05 V CATALOGUE STATIONERS INC 1243m
« Return box for quantity to return
1317186 3 MAGNIFIER RND 175 APOZSA2  Each  IMCORS 26601 05 vV CATALOGUE STATIONERS INC 123478
13788 3 MAGNFERRNDATS APOZTE2  Each  IMCOPS 26701 04 4 CATALOGUE STATIONERS INC 12478
e Return Reason
137186 4 TAPEDBLSTICK 12250 MMMIJEP  Each  MCOPS 26701 1 4 CATALOGUE STATIONERS INC 12478
i 137186 4 TAPEDBLETICK 12250 MMMIEP  Each  MCOPS 26601 1 V CATALOGUE STATIONERS INC 12418
e Supplier Name . s
131718 5 CUSHON LUMBAR SUPPORT BK MASO01T Each  MCOPS 26701 05 V CATALOGUE STATIONERS INC 126662

¥
[ ] Re Cel pt # 13718 & CUSHIONLUMEAR SUPPORT BK MASSNM  Each  MCOPS 601 04 CATALOGUE STATIONERS INC 126862

D ¥ Net 10 &

Q@TIP fthe catalo ftem is non etumable or e exceaded the retumable days, no vesuts wil be found. Once Acguisiion has agpraved the iProcurement retum equest, a tp ticket s autamatically generated o noty ranspartation to pick upthe retum a the locaton indiated by the
customer. The iem(s) to be retumed must be easily visible with a note indicating it is the itern(e)for retum. Transportation wiltake the itern(s)to Recehing where i wil be inspected for condition, verfied that the items and quantity match exactly o the retum request. fthere is
a discrepancy, the retum wil be rejected back to the customer at this time. Othervise, i the items conespond cormectly with the reguest the items vill e prepared for shipment back to the Supplier. A debit memo wil be created automtically to complete the process

17
T ——
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Populate the Return
Quantity and Return
Reason for those returns

Please be aware of the
receipt # and project/task
#

The return quantity for a
line must be a whole #
(1,2,3, etc..) and no
greater than the available
quantity for return

If multiple project/task
numbers were used or if
received separately, there
will be multiple entries

Once the lines have been
populated, click the Next
button

Mfurement -

Online Purchasing

Shonping Carl Home Locout Preferences Disonostics

shop | Requisons | Feedback Cuntartustm

Cancel) | Ned )

Return tems; Find Receipts

Far a POF onthe retum rocess for Procureret, clck here,

For an onling CBT traiing on the retum process for iProcurement, clck here.

Search
Please enter your search criteria and select the "Go" button to see the result. Nate that the search is case insensitive
Purhase Oer 1217186
Receipt Nurber (
&) )

D v Ne 10 &

PO Number  Line Description PartNumber ~ UOM Project Task  Avail for Retum  Retum Quantity Return Reason Supplier Receipt

1317185 1 JACKETMLA SLASH CUTAST QUABSED  Package IMCOPS 26701 15 N CATALOGUE STATONERSING 123478
137186 1 JACKETMLASLASH CUTAST QUABED  Package IMCOPS 26801 15 V CATALOGUE STATONERSING 123478
31718 2 MAGNIFIER RECTANGULAR 244 AP0S4 Each  IMCOPS 28601 05 5 Demaged Materil V CATALOGUE STATIONERSING 124304
31718 2 MAGNIFIER RECTANGULAR 244 APOS3 Each  MCOPS 28701 05 5 Demaged Materil V CATALOGUE STATIONERSING 124304
78 3 MAGNFIERRND,178 APOS2  Each  MCOPS 28601 05 V CATALOGUE STATONERSING 123478
37186 3 MAGNIFIER RND,175 APOZS2  Each  MCOPS 26701 05 ¢ PenbnTHETATOERS NG 10
1317186 4 TAPE.DBL STICK 1280 MMMIZP  Each  IMCOPS 701 ! 1] Conceeled Damge V CATALOGUE STATONERSING 123478
3178 4 TAPEDBLSTICKA2X250 WMMIZP  Each  IMCOPS %601 1 V CATALOGUE STATONERSING 123478
178 & CUSHONLUMBARSUPPORTEK  MASBDN  Each  MCOPS 28701 05 V CATALOGUE STATIONERSING 126862
178 & CUSHONLUMBARSUPPORTEK  MASBDN  Each  IMCOPS 28601 05 V CATALOGUE STATIONERSING 126862

0 v Ne 1D &

QTI fthe catalg tem i non tetumabe o e exceeded te rfumatle days, noresuts will be ound. Once Acquistion has agpoved he IPacurement etum tequest, i tckt is autamatical yenerated o ntfy anspotation to pick p he retun at the locafon ndicated by the
custartier. The fer(s) to b tetumed must be easily visble with a note indcating it s the tem() for retum. Transportaon il take the item(s)to Recefving where i wil be inspected for conditon, verfied that the fems and quantity mat:h exacly o the refum request. Fthere s
a discrepancy, the retum will be rejcted back to the customer at this time. Othenwise, ifthe fems comespond conectly with the reguest the tems wil be prepared fa shipment back tothe Supplier. A debit memo wil be created autamatically to complete the process.

Cance| M}

Shon | Doeiione | Fapdbacl | Coptapt Lict | Detipne | Chapning Copt | Harng | oot | Qeoforansoe | Nisanosty

18
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Returns Process

Return Entry Continued

Enter any additional comments
you want to provide to the
subcontract manager

Enter the location for material
Fickup if different from location
isted on PO

All locations must start with *

Number of boxes and packages
for Return

e This amount must not
exceed 25 packages

o If it needs to be greater,
contact 4-HELP or the
subcontract manager for the
catalog

Once completed, click the Next
button

If wrong line is selected, click
the Back button

If user no longer wants to
rocess return, click Cancel
utton

tP'r‘ocurement

Online Purchasing

Shopring Cart Hone Lo “refecences Dienosfies

Shop | Requisfions | Feedhatk (ontactustm

Return kems: Enter Refum Information

Cormments e defethe an umuszable

 Lozation “or MeealPickp "190.28AP

humterof Boses | Pacapes

FO Number Line  Dascription

13178 2 VAGNFIER RECTANGULAR 2
1378 2 VAGNFIER RECTANGULAR 4
1378 4 TAPEDBL STICK 172280

Copright (c) 2003, Drack. A ights reserved.
Houthis Page

\Canoel, | Eack) ( Nt

Part Number UON Project Task Return Quanity Retim Reason Stupplier Receipt

AT Exh  MCOPS R0 D3 Dsmaged Materic CATALCGJE STATIONERS NG 12434
AFOITSB Each MCOPS 3707 D3 Dimaged Wateric CATALCGJE STATIONERS INC 12431
W36 Eah  MCOPS %707 1 Cancealzd Damage CATALCGJE STATIONERS NG 12347

Carte| % M‘\

Shep | Requsitions | Feedback | Contact List | etuns | Shopping Car | Home  Logodt | Peferences | Daoncsfcs f

19




A Returns Process

Automate Your Online Purchasing

On the final return
screen, user is able to
review return

If correct, click Submit
button to proceed with
return

If update is required,
click Back button

e If return is no longer
required, click Cancel
button

Return Review

Mcurement

Online Purchasing

Shonping Carl Home Locout Preferences Disonostics

Shop | Requisitions | Feadbatk Cnntactustm

Return ttems: Review and Submit

Comments tems are defective and unuseable
Location For Mteral Pip *190-2254-JPL
Number of Boves / Packages 1

PO Number Line  Description Part Number UON Project  Task Return Quantity Retum Reason
1317166 2 MAGNIFIER RECTANGULAR 2x4 ARO7R Eah IMCORS B0 05 Damaged Mterial
13716 1 MAGNIFIER RECTANGULAR Z¥ AR Eah MCOPS  B701 (05 Dimiged Ml
13718 4 TAPEDBLETICK 2240 MM 6P Eah MCOPS  B701 ! Cancealed Damage

Shog | Requistions | Feedback | Cantact List | Refums | Shopging Cart | Hare | Logout | Preferences | Diagnastics

Copyright () 2008, Oracle. Al rghts reseved

Stupplier

CATALOGUE STATIONERS NG
CATALOGUE STATIONERS N
CATALOGUE STATIONERS N

Cance| M Submit

Receipt
1243
1243
12478

Cance| M} Subt

20
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Once the return
is submitted, a
confirmation will

appear on the top

of the web page
providing the
Return Request
ID

Return Confirmation

2 NBS Websit - Hicrosoft Internet Exploer
Fie Edt Vew Favortes Took Hep

v A 1
. A Ot S rijie i
OBa(k J ﬂ @ W/ Search W Favores {7 e

Adress @j https:fnbsdev.jolnasa.govlogin

=
=S

Returns Process

3

X

’,r
»

Litks

v Ga

Mfurement

Online Purchasing

Shonping Carl Home Locout Preferences Disonostics

Shp | Reqisiions | Feedback Cnntactustm

& Confirmation =

Retum Reguest D (327 ) has been submited

Return Items: Confirmation Details

Comments - oms are defectve and unuseable
Location Far Materal Fickup *190-2254-JPL
Nurber of Boves / Packages 1

PO Number Line  Description Part Number UON
13718 1 MAGNIFIER RECTANGULAR Z¥4 AR Eich
13716 1 MAGNIFIER RECTANGULAR Z¥ AR Eich
13716 4 TAPEDBLETICK 2240 MM 6P Eich

Shop | Requistions | Feedback | Cantact List | Retums | Shopging Cart | Hare | Logout | Preferences | Diagnastics

Copyright(c) 2006, Oracle. Allrights reserver
Aot i Pag

Project
IMCOPS
IMCOPS
IMCOPS

Task

601
B0
B0

Return Quantity
05

05

1

Refum Reason
Damaged Materil
Damaged Materil
Concealed Damage

Stupplier

CATALOGUE STATIONERS NG
CATALOGUE STATIONERS N
CATALOGUE STATIONERS N

()

Receipt
1243
1243
12478

()

21
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E-mail Return Submit Notification

Also an email will be
generated and sent to
the return requester,
the subcontract
managers and the
receiving discrepancy
clerks providing
information for the
items being returned

Also a Return
Requested track
event will be
submitted into Track
It- Query

The following material has been requested for return. The request is
currently under review by the Subcontracts Manager and

Supplier. Please allow a couple of days for this process to be
completed as described below:

Return Requester: BERTSCH, ROBERT F
Time Requested: 03/07/2008 08:00:06

PO Number: 1333216

Comments: wrong part for printer

Line#, Receipt#, Qty, UOM, Return Reason, Vendor Part#, Item
Description

1, 143888, 1, Each, Wrong Material, DVE23A, Remanufactured Toner
Cartridge Magenta f

2, 143934, 1, Each, Wrong Material, DVE22A, Remanufactured Toner
Cartridge Yellow fo

3, 143885, 1, Each, Wrong Material, DVE21A, Remanufactured Toner
Cartridge Cyan for

4, 143894, 2, Each, Wrong Material, DVE20A, Remanufactured Toner
Cartridge Black for

[ALRT: JPLPO_RETURN_PENDING]

ALR[L/0000@WEMAIL]

22
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Acquisition/ Transportation Steps

Acquisition Subcontract Manager must approve or reject
the Return

Track event entered into Track It-Query and alert sent out
on approval or rejection by subcontracts manager

If approved, labels will be generated on the Receiving
Dock

Transportation will pick up Return Label and go to location
specified during return to pick up item

Track event inserted when item is picked up from Return
Requester

Track event inserted when item is delivered to Receiving
Discrepancy Clerk
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f*ﬁ Returns Process

Receiving Steps

e Receiving Discrepancy Clerk will review return and confirm
quantity and item

o If correct, the return will be accepted, shipper created, and
item sent to supplier

e If incorrect, the return will be rejected and sent back to
return requester

e Track Event and alert will be submitted for approval or
rejection of return by Receiving Discrepancy Clerk

e If approved debit memo will be created and return funding
to the project/task being returned
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f*ﬂ Alerts

Automate Your Online Purchasin g

Alerts in Oracle

The following Alerts are standard in Oracle depending on job
duties:

e Requisition Approval

e Purchase Order Approval

e Action Required (for Requisition Approval)
e Receipt Alert

e iProcurement Return Alerts

e Aging Cart Alert

The best way to organize these emails is to create filters in
your email application

If you need assistance with this, contact 4-HELP or the Help

Menu in the email application e



A Track It

Automate Your Online Purchasing

Query Start Page

LJPL Employee Toolkit
Home Logout Preferences

Welcome WSTEWART

JPL Track It - Query
Enter any combhination of the following search criteria and click go.

Tracking Murber |:|

[FoF-CardLog number | ?
Fequestor's Badge P

Requestor's Mame I:l ,,;f

+

Supplier

Carrier

Wayhill Mumhber

S N ¢

Event Date v

Click on = tracking number to wiew details

Tracking Number PO/P-Card Log Number  Requestor Name  Supplier Receipt Number Box Of Box(s) Current Status Ewvent Date
Mo search conducted.

Horne | Logout | Prefarences

1. Data in each of the fields will initiate a query.

2. The more data elements or a specific element like tracking

number will reduce the data returned.
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A Track It

Automate Your Online Purchasing

By Person Return

Welcome WSTEWART

JPL Track It - Query
Enter any cambination ofthe fallowing search criteria and click ga.

Tracking Mumber
POWP-Card Log Mumber

Requestor's Badge 105503
Reqguestor's Mame |BERTSCH, ROBERT
Supplier

T Clicking the tracking number
provides more detalil

-

a,

\\4 \\“ﬂ \\‘\4 \\ﬂ

Receipt Number &
Event Date w*

Click on 3 tracking number to wiew detzils

1 | MNext10 =

Tracking PO/P-Card Log Receipt Box O

Number Number questor Name |Supplier MNumber Box(s) Current Status Event Date

1000037001 128701 3/ BERTSCH, AlRGAS 30691 10f1 Received 14-Mov-2006 08:53:59
ROBERT F

1000036701 BERTSCH, 1 of1 Received 10-Mow-2006 09:53:18
ROBERT F
BERTSCH, 10f1 Received 10-Mow-2006 09:42:06
ROBERT F

1000036201 A3464 78 Tyuui BERTSCH, 1 of1 Received 08-Mow-2006 11:01:24
ROBERT F

1000028802 1286927 BERTSCH, WWWR INTERMATIOMAL 50612 20of2 Received 31-0ct-2006 12:46:28
ROBERT F INC

1000028801 1286927 BERTSCH, WAR INTERMATIOMAL 80612 1of2 Received 31-Cct-2006 12:46:19
ROBERT F INC

1000026401 1286677 BERTSCH, DYMNAMIC SYETEMS 404599 1 af1 En Route to 31-0ct-2006 11:20:22
ROBERT F Customer

1000027602 1286894 BERTSCH, T &E INDUSTRIES INC 30607 2013 Received 26-Oct-2006 16:26:38
ROBERT F

1000027603 1286894 BERTSCH, T &E INDUSTRIES INC 30607 3of3 Received 26-Cct-2006 16:26:38
ROBERT F

1000027601 12868494 BERTSCH, T &E INDUSTRIES INC 830607 10f3 Received 26-0ct-2006 16:26:37 27
ROBERT F

10 v | Next10 =



A Track It

Automate Your Online Purchasing

Detail

JPL Track It - Detail

Tracking Order Requestor  Requestor Receipt BoX of Transactor  [Transactor Recipient EIDeIi\mr To
Number Number  Badge Name Supplier Number Box(s§ Track Event |Track Event Date Badge Name Badge Recipient NamejLocation
1000026401 1286677 105503 BERTSCH, DY HARMIC 405449 1 of1 En Route to 31-0ct-2006 11:20:22 105503 BERTSCH, 105503 BERTSCH,

ROBERTF SYSTEMS Customer ROBERT F ROBERT F
1000026401 1286677 1058503 BERTSCH, DY MHAMIC 905459 101 Received 24-0ct-2006 14:18:49 115626 KURTZ,

ROBERTF SYSTEMS SHIRLEE A

Eeturn to Guery Page

Home | Logout | Preferences

Where is it? — En Route to Customer
e When? - 31-Oct-2006 @ 11:20 am
e Who has it? — Robert Bertsch

* Note that this is used for JPL internal delivery data only.
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l iProcurement

Automate Your Online Purchasing

Track I

C

Review Tracking Events

I rack it - Detail

Release
Number

Order
Number

1324243

Tracking
Humber

9000032701
9000032701 1324243

9000032701 1324243

Return to Query Page

Requestor
Badge
120833

120833

120833

Requestor

Hame Supplier

LEE, JAMEL EM POINTE

J TECHNOLOGIES
SALES INC

LEE, JAMEL EM POINTE

J TECHNOLOGIES
SALES INC

LEE, JAMEL EM POINTE

J TECHNOLOGIES
SALES INC

Box of
Waybill Receipt Box ransactor |Transactor |Recipient |Recipient |Deliver To
Carrier Number HNumber (s) Track Event |Track Event Date adge Hame Badge Hame Location

1 of 1 |Return to 20-Mar-2008 14:00:37 §20833 LEE, JAMEL *241-213B-
Supplier n JFL

1 of 1 |Return 20-Mar-2008 13:54:07 J20833 LEE, JAMEL *241-213B-
Approved by nj JFL
Buyer

1of 1 |Return 20-Mar-2008 13:50:17 J20833 LEE, JAMEL *241-213B-
Requested J JPL

Home | Logout

JPL rrack it - Detil

Release
Number

Order
Number

1324192

Tracking
Number

9000032101

9000032101 1324192

Eeturn to Guery Page

Requestor
Badge
120833

120833

Requestor

Name Supplier

LEE, JAMEL EN PQINTE

J TECHMNOLOGIES
SALES INC

LEE, JAMEL EN POINTE

J TECHNOLOGIES
SALES INC

Box o
Waybill Receipt Box Irﬁnsac.tor Transactor |Recipient |Recipient |Deliver To
Carrier Humber Number (s) Track Event |Track Event Date adge Hame Badge Name Location

10f 1 | Return 22-Feb-2008 14:42:53 §20833 LEE, JAMEL *241-213B-
Rejected by J JPL
Buyer

1 of 1 | Return 22-Feb-2008 14:41:25 §20833 LEE, JAMEL *241-213B-
Requested n IPL

Home | Logout
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l iProcurement
Automate Your Online Purchasmg

e Questions & Answers
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